
Self Service for Command – Cancelling  

Inactive Duty for Training (IDT) Drills 

Overview 

  
Introduction This guide provides the procedures for cancelling IDT drills. 

 
The following Drill statuses dictate which procedure must be followed; 
• Scheduled – Not Approved 
• Scheduled – Approved 
• Completed – Not Approved 
• Completed – Approved 
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Scheduled Not Approved IDT Drills (Member Request) 

  
Introduction This section provides the procedures to cancel IDT Drills that are Scheduled, 

but Not Approved. 

  
Discussion Inactive Duty for Training Drills that have been scheduled by the member but 

NOT approved should be Edited and Resubmitted or Withdraw by member 
using the Action Requests component. 

  
Procedures See below. 
 

Step Action 
1 Verify the IDT has not been approved by clicking the View Member Drills link.  

Click on the View Member Drills link in the Reserve Administration pagelet. 

 
 

2 The CG_IDT_MBR_DRILLS – Member Drills page will appear.   

 
 
Enter the member’s Empl Id, or click the lookup icon to search for the member. 
You may search using the Approval Batch number.  
 
Click the View Results button. 

3 The IDT drill report will display.  Verify the IDT has been Scheduled but NOT 
approved. 

 
 
In this example, the IDT for 2/18/2015 has NOT been approved as scheduled.  The 
member can Edit and Resubmit or Withdraw the request (Steps 4-7). 

 

 Continued on next page 



  



Scheduled Not Approved IDT Drills (Member Request), 
Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 The member selects the View My Requests (all types) link from the Self Service 
Requests pagelet. 

 
 

5 The View My Action Requests page will display.  Click the My Submitted 
Requests then click the Populate Grid button. 

 
 
The members IDTs will display.  Click the View Details for the applicable IDT. 

 

 Continued on next page 
  



Scheduled Not Approved IDT Drills (Member Request), 
Continued 

  
Procedures, 
continued 

 

 
Step Action 

6 The member can: 
• Edit and click the Resubmit button, or 
• Withdraw the request as submitted 

 
 

 

 Continued on next page 
  



Scheduled Not Approved IDT Drills (Member Request), 
Continued 

  
Procedures, 
continued 

 

 
Step Action 

7 Withdrawn requests will be identified as Terminated.   

 
 
A new Action Request for IDT may be submitted for same effective date. 

 

  
  



Scheduled Not Approved IDT Drills (Command/SPO entered) 

  
Discussion Inactive Duty for Training Drills that have been scheduled by the command or 

SPO but NOT approved, should be cancelled using the IDT Drills link. 

  
Procedures See below. 
 

Step Action 
1 Verify the IDT has not been approved by clicking the View Member Drills link in 

the Reserve Administration pagelet. 

 
 

2 The CG_IDT_MBR_DRILLS – Member Drills page will appear.   

 
 
Enter the member’s Empl Id, or click the lookup icon to search for the member. 
You may search using the Approval Batch number.  
 
Click the View Results button. 

3 The IDT drill report will display.  Verify the IDT has been Scheduled but NOT 
approved. 

 
 
In this example, the IDT for 2/21/2015 has NOT been approved as scheduled. 

  

 Continued on next page 
  



Scheduled Not Approved IDT Drills (Command/SPO entered), 
Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 Select the IDT Drills link from the Reserve Administration pagelet. 

 
 

5 Enter the Department number and the Drill Date for the IDT to be cancelled.  
Click the Search button. 

 
 

6 The Drill Status can now be edited.   Change the Drill Status to cancelled, then 
click the Save button.  

 
 

  

 Continued on next page 
  



Scheduled Not Approved IDT Drills (Command/SPO entered), 
Continued 

  
Procedures, 
continued 

 

 
Step Action 

7 The View Members Drills link now identifies the IDT as Cancelled Not 
Approved. 

 
 

8 If a new IDT Drill or any Active Duty Orders are to be scheduled on the same 
effective date as a cancelled drill, you must delete the original cancelled IDT from 
Direct Access. 
 
To delete the IDT, repeat Steps 4-6 above to identify the IDT.  Click the minus 
button then Save. 

 
 

 

  
  



Scheduled Approved IDT Drills 

  
Introduction This section provides the procedures to cancel IDT Drills that have been 

Scheduled and Approved. 

  
Discussion Inactive Duty for Training Drills that have been Approved as Scheduled may 

be Cancelled or Deleted by the Command or Servicing Personnel Officer. 

  
Procedures See below. 
 

Step Action 
1 Verify the IDT has not been approved by clicking the View Member Drills link in 

the Reserve Administration pagelet. 

 
 

2 The CG_IDT_MBR_DRILLS – Member Drills page will appear.   

 
 
Enter the member’s Empl Id, or click the lookup icon to search for the member. 
You may search using the Approval Batch number.  
 
Click the View Results button. 

3 The IDT drill report will display (additional fields not displayed).  Verify the IDT 
has been Scheduled and Approved. 

 
 
In this example, the IDT for 2/17/2015 has been Approved as scheduled.   

  

 Continued on next page 
  



Scheduled Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 Select the IDT Drills link from the Reserve Administration pagelet. 

 
 

5 Enter the Department number and the Drill Date for the IDT to be cancelled.  
Click the Search button. 

 
 

6 The Drill Status can now be edited.   Change the Drill Status to cancelled, then 
click the Save button. 

 
 

7 The View Members Drills link now identifies the IDT as Cancelled and 
Approved. 

 
 

  

 Continued on next page 
  



Scheduled Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

8 If a new IDT Drill or Active Duty Orders are to be scheduled on the same effective 
date as a cancelled drill, you must delete the original cancelled IDT from Direct 
Access. 
 
Select the IDT Drills link from the Reserve Administration pagelet. 

 
 

9 Enter the Department number and the Drill Date for the IDT to be deleted, then 
click the Search button. 

 
 

 Click the minus button, then Save. 

 
 
When the IDT has been deleted, a new request may be entered for the same 
effective date. 

  

  
  



Completed Not Approved IDT Drills 

  
Introduction This section provides the procedures to Deny IDT Drills that have been 

Completed, but Not Approved. 

  
Discussion Inactive Duty for Training Drills that have a Completed status but have Not 

been Approved by the Payment Authorizing Official, may be Denied by the 
Servicing Personnel Office. 

  
Procedures See below. 
 

Step Action 
1 Verify the IDT status is Completed but Not Approved by clicking the View 

Member Drills link in the Reserve Administration pagelet. 

 
 

2 The CG_IDT_MBR_DRILLS – Member Drills page will appear.   

 
 
Enter the member’s Empl Id, or click the lookup icon to search for the member. 
You may search using the Approval Batch number.  
 
Click the View Results button. 

3 The IDT drill report will display.  Verify the IDT status. 

 
 
In this example, the IDT for 2/15/2015 has been Completed but Not Approved.   

  

 Continued on next page 
  



Completed Not Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 The Servicing Personnel Office will select the View My Requests (all types) link 
from the Reserve Administration pagelet. 

 
 

5 Select the Requests I am Approver For radio button.  Click the Populate Grid 
button. 

 
 
Click the View Details for the applicable IDT Drill. 

  

 Continued on next page 
  



  
Completed Not Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

6 The Department and Drill Date will identify the IDT selected.  

 
 

  

 Continued on next page 
  



  
Completed Not Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

7 The SPO will enter any comments and click the Deny button. 

 
 

8 IDT Status is set to Denied. 

 
 
A Denied IDT will be returned to the submitter in a Schedule Not Approved 
status and may be: 
• Edited, saved and resubmitted to the SPO for approval. 
• Edited to Cancelled by the Command 
• Edited to Unexcused by the Command 

  

  
  



Completed Approved IDT Drills 

  
Introduction This section provides the procedures to Cancel IDT Drills that have been 

Completed and Approved. 

  
Discussion Inactive Duty for Training Drills that have a Completed and Approved status 

may be cancelled.   
 
Because members have already received payment for the completed/approved 
IDT, the Cancelled Drill must be approved by a Payment Authorizing Official 
at the SPO. 

  
Procedures See below. 
  

Step Action 
1 Verify the IDT status is Completed by clicking the View Member Drills link in the 

Reserve Administration pagelet. 

 
 

2 Select the Requests I am Approver For button.  Click the Populate Grid button. 

 
 
Click the View Details for the applicable IDT Drill. 

3 The IDT drill report will display.  Verify the IDT status. 

 
 
In this example the Drill Status for the IDT dated 1/11/2015 is Completed and 
Approved.  Pay and Allowances for the IDT has been processed by the SPO. 

 

 Continued on next page 



Completed Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 Select the IDT Drills link from the Reserve Administration pagelet. 

 
 

5 Enter the Department and Drill Date, then click the Search button. 

 
 
The Drill Status can now be edited to Unexcused or Cancelled.  Click the Save 
button. 

6 Now The Drill Status is Cancelled and the Approved check has been removed.  
The IDT has been forwarded to the SPO Tree for approval of the Cancelled Drill. 

 
 
When Approved by the SPO Auditor, any Pay and Allowances previously paid 
will be recouped. 

7 The SPO Auditor selects the View My Requests (all types) link from the Self 
Service Requests pagelet on the Requests tab. 

 
 

 

 Continued on next page 



Completed Approved IDT Drills, Continued 

  
Procedures, 
continued 

 

 
Step Action 

8 Select the Requests I am Approver For radio button, then click the Populate 
Grid button. 

 
 
Click the View Details link for the applicable IDT Drill. 

9 The Department and Drill Date will identify the IDT selected.  Select the Click 
here to view additional request information, to display all information for the 
IDT. 

 
Enter any comments and click the Approve button.  All previously paid Pay and 
Allowances will be recouped. 
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